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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Vacant
	SUPERVISOR'S CLASS: Accounting Administrator I (Supervisor)
	personnel analyst: JCM
	personnel date: 01/21/2010
	PERCENT OF TIME: 
















40%







30%
	activity: POSITION SUMMARY
Under general direction of the Senior Accounting Officer (Supervisor) in the General Accounting Office, Accounts Payable Unit, responsible for planning, scheduling, directing, training, supervising, and providing technical assistance for a staff of 9 employees in the operation of an efficient professional accounting unit.  Operation of the unit includes analyzing, maintaining, scheduling, and auditing the Department's obligations involving 14 primary funding sources and over 400 secondary funding sources.

ESSENTIAL FUNCTIONS
This position requires the incumbent work cooperatively with others and maintain consistent, regular, and predictable attendance.  This position requires that the incumbent be able to analyze payment data, verify the accuracy and integrity of financial transactions, review source documents, train staff in use of the Department’s automated accounting system and evaluate employees work performance.  Ensure that the Department's obligations are recorded accurately and that Departmental purchases are paid properly, timely and in accordance with state laws and procedures.  

The specific essential duties are:
Supervise and maintain open communications with Accounts Payable Unit staff.  This includes planning, directing, scheduling, training and evaluating the workload of staff.  Monitor problem areas and follow-up on general and specific issues and problems staff may encounter.  Ensure timely payment of invoices and increase discounts realized.  Work with outside departments such as the State Controller's Office for payment verification.  Work with internal divisions such as the Purchasing Section for implementation of policies for the invoice payment process.

Incumbent is the primary contact between the Accounts Payable Unit and control agencies, program staff, vendors and division management.  The Senior Accounting Officer resolves accounting issues, interprets financial data, and prepares correspondence relating to accounting issues.  
	classification: Senior Accounting Officer (Supervisor)
	appointee: Vacant
	dwr position number: 0256-4569-509
	sap personnel no: 
	sap position number: 50000271
	division: Fiscal Services - Accounts Payable 
	mcr: 1
	percent 2: 



20%






10%
	activity2: Provide management with consultative support concerning activities within the scope of the Accounts Payable Unit.  Review and interpret policies, procedures, and laws set forth in various sources including the Governor's budget,  Government code and the State Administrative Manual.

Communicate with public entities to resolve interpretation of policy and law.  Provide requested information concerning the status of disputed invoices and processes vendor refunds and/or credits.  Review automated accounting systems to ensure they meet accounting reporting needs and suggest improvements to enhance the systems.  Monthly reconciles automated claims filed tape from the State Controller's Office with SAP General Ledger Account. As well as the claims filed General Ledger .

Initiate, consult, implement, review and update claim unit's year-end matrix to ensure special processes are completed as necessary.  


TECHNICAL SKILLS:  Knowledge of the SAP Vendor Masterfile, Logistics, Accounts Payable, Vertex and General Ledger.  Must possess strong computer skills.




	supervisor name: 
	employee name: 


